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APPLICATION FOR RECORDS RETENTION SCHEDULE 

Education Assistance Authroi 

187 Northlake Parkway 
ucker, Ga. 30084 

~ - 
Working Title 

I_ FiscalQfficez ____ 

1. ;fl Estabilsn Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 
- c. 0 Amend Application No. 
4. Dater of Series 
Earliest Latest 

v i e  (followed by rirle us& in off&; if different) 

What is the function of the Division and the Office in which this record series is 
7-1-75 I Indefinite Georgia Incentive Scholarship (GIs) Financial Aid Form 

6. Division a d  Office Function 
The function of Che Georgia.Higher Education Assistance Authority Division is to administer 
1). 
by the Authority. 2).The Private College Tuition Grant program in which students attending 
private colleges are awarded tuition grants. 3 ) .  The Georgia Incentive Scholarship program 
in.which students attending approved institutions in the state are granted funds based on need. 
4 ) .  The North Georgia ROTC program in which students who are attending North Georgia College 
and participating in the ROTC program are awarded grants. 

The Direct Student Loan Program in which student loans are advanced and serviced directly 

7. Record Series 

Documents relating to2 
The Georgia Incentive Scholarship Program 

lnduded are: GIS financial Aid Form (FAF) which is a form to collect information used in 
determining a student’s need for financial aid. I 

. ~. 
.. 

betically by-student name. 

8. Monthly Referana Rate How often are records referred . .  to which are: 
sfS%g t~%%~fnonths old One to six months old Once SeldoPThineen to twenty.four months old seldom; 

twentv-five - months and - - - -9yr_ddm older se ? . ,  
-. , 

35 boxes ’. . ; Other (specify) - 
.. 

; Shelves 
9. knurl R ~ A ~ u m u l a t i o n  4 : Recorda Llgll-she drawers . . .  

. .. . . Lett~-size drawers . . ... 



- - 

__l__j__ - uestionnaire (Place ___. an " X x e  proper column) 

II- --- 
formation requiring security handling? If yes, cite law or regulation. 

-I I_-- 

-- - I I X I c. Is thisa vital record? I_ 

I _I 
I X I d. Does th i s  series have historical or long term research value? 

~~ 

a. When one or two documents in the f i le make it necessary to keep the entire file for a long period, could these 
, I 

n Aqtained in this series ever analyzed and/or recor 

tion of th i s  series in your office, or in another office or agency? 
-__-1_- -_ - 

-l____- .- _- 
m a m $ m d  itLrsgularlrmiffdihed? _-__I_. .-. _. 

11. Raentlon Requirements The following requires the series to be kept: 

years. 
b. Statute of limitation -----.-years. e. Administrative need years. 
C. Federal law -years. f. Federal retention instructions yearf; 

a. State Law -years. d. Audit period 5 

Attach copy or excert of laws or regulations. Explain administrative need. 

12 Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year: a 'Fiscal Year; 0 Other - then, 
- -.__ 

Hold in the current files area R month(s) yearls); then 
0 Transfer to local holding area; hold 
@ Transfer to State Records Center: hold 4 . y y c a r l s ) ;  then 
4 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecifvl 

-year(s); then 

Thcs instructions apply to a l l  prior and future accumulations of the series. 

/ 

Itoommndationr in para- 
:aph 12 are appioved. - 
If disapprOval, aned, lenw 
I wplsnrti0n.J 

. ..... 


